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Process Flowchart 

State Employee of the Month (SEOM) 
Statewide Coordinator Duties 

Receive Employee of the Month nominations from 
agency coordinators via fax/e-mail

Start 

Stop 

Send nominations to Selection Committee for votes 

Tally votes from Selection Committee to identify SEOM 

Notify agency coordinator of SEOM selection – have 
them verify employee’s eligibility

Contact the Governor’s Office to secure a date for the 
SEOM ceremony

Provide ceremony date to agency coordinator and 
finalize details (# of guests, etc.)

Order SEOM plaque from MVE 

Fax SEOM information to News Tribune 

Send letter of recognition to winner.  E-mail 
coordinators and Selection Committee announcing 

winner.

Attend ceremony (with plaque and copies of ceremony 
outline)

After ceremony – Send any photo taken by agency 
photographer to Governor’s office to obtain Governor’s 

signature and return to agency coordinator, post 
pictures on Division of Personnel webpage.


